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Dffice Supervisor of Schools in August



| of Accounts

909 in response to widespread

lon Statement

onsibilities
m audit/exams of governmental units

> Prescribe forms and procedures used by
governmental units

> Various other duties including recounts, providing
training for local officials, consulting services, etc.



> Field
> 10 or 11 per district



rview of Presentation

of ECA Treasurers
eparing Ticket Sale Report (SA-4)

dures for Preparing ECA Financial Report (SA-5)
Law Changes
ellaneous Information
Questiéns and Answers



esponsibilities

ge of the collection, custody, and disbursement of
to pay expenses incurred in conducting any
social, or othe nction, the cost of which is not paid from
nds, shall: :
eep an accurate account of ¢

owing the:

) sources of all receipts;
) purposes for which the money was expended; and
) balance on hand; and

(2 file a copy of the account with the township trustee, board of school
trustees, or board of school commissioners within two (2) weeks after the
close of each school year.

(b) An account filed under subsection (a)(2) is a public record open to
Inspection by any interested person at any reasonable time during office
hours.

oney was received and expended,



have a treasurer for the purposes of this chapter.
2r mu

(1) the superintendent c ncipal of the particular school;
) a clerk of the school corporation; or
a member of the faculty appointed by the superintendent or principal.

signation must be made immediately upon the opening of the school
I the vacating of the office of treasurer. Claims shall be filed and paid
sections 7 and 8 of this chapter. The employing or appointing officials
100l may appoint and engage a school treasurer or clerk.

chool corporation may appoint one (1) or more assistant or deputy
treasurers.

(c) A treasurer is not personally liable for an act or omission occurring in
connection with the performance of the duties set forth in this chapter,
unless the act or omission constitute gross negligence or an intentional
disregard of the treasurer’s duties.




give a bond in an amount fixed by the

S orincipal of the school approximating the total
: mount of the ant|C|pated funds that will come into the possession
the treasurer at any one (1) time during the regular school year.
ds shall be filed with the trustee or board of school trustees.

2 surety on the bonds must be a surety company authorized to
) business in Indiana. However, the requirement for giving the
)nd and the requirement to deposit the receipts in a separate

1K account, as required in section 9 of this chapter, do not apply
1y school for which the funds, as estimated by the principal,
ot exceed three hundred dollars ($300) during a school year.

(b) The requirements of this chapter may be fulfilled by providing a
comprehensive bonding instrument, including a single blanket
position bond, for all extracurricular treasurers. A comprehensive
bonding instrument is acceptable instead of individual separate
personal position bonds.



umbered tickets by the printing

lld be used for all athletic and
ther extra-curricular activities and events for
ich admission is charged.

of the prenumbered ticket should be given
2 person paying for the ticket upon
admission to the event. The other part of the
ticket (which should also be prenumbered,
referred to as the stub) should be retained.




cont.

price group should be different
arent In their series number.

> and stubs) should be



Jicket Sales (SA-4
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{Form SA-4) Prescribed by State Board of Accounts Mo
TICKET SALES
SCHOOL TOWN OR CITY

GAME DATE
OTHER ACTVITY

TICKETS

TOTAL
AMOUNT
SALES

ISSUED
SERIAL NO.

RETURNED
SERIAL NO. | AMT.

TICKETS
SOLD

ANMT.

IMade by Verified and Approved by

(Title} (Official or Sponsar)

ORIGINAL

W 4 b M| sheetl “shest2  Sheet3 - Sheet4 | SheetS  Sheets ~¥J [ I
Ready | 23 |




licket Sales cont.

onducted by any activity should
as follows:

) a record of the number purchased, the
per issued for sale, and the number
ed.

> The treasurer should see that proper
- accounting i1s made for the cash received from
those sold.



icket Sales cont.

hall be prenumbered, with a
>ket color and numerical series for
ach price group.

en cash for ticket sales is deposited with the
urer, the treasurer's receipt issued

efore should show the number of tickets

2d to the seller, the number returned
unsold and the balance remitted in cash.

> All tickets (including free or reduced) must be
listed and accounted for on the SA-4 Form.

\




seceipts (SA-3
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1 |Prescribed by State Board of Accounts Form No SA-3 (Revised 1997)
2

3 RECEIPT

4 SCHOOL EXTRA-CURRICULAR ACCOUNT

5

6 SCHOOL

7 Nao.

8 IN

9

10 Payment Type and Amount

11 Credit Card/

12 Cash Check/Draft lile} Bank Card EFT
13 Amount Amount Amount Amount Amount
14

15

16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31

THE SUM OF

RECEIVED FROM

DOLLARS

FOR DEPOSIT TO THE CREDIT OF (\\ ) FUND

SOURCE

TREASURER

%@\WW

M4 K

ORIGINAL

sheetl - Sheet2 - Sheetd ¥

Ready | B3 |




Receipts cont.

)rm Is to be prenumbered and
ate, three receipts to the page
eipts to the page if printed

receipt is to be issued for any and all
received. A separate receipt shall be
for each amount of money received.



Seceipts cont.

0 be properly issued, shall show

ame of the person from whom

= 2jved, the payment type, the
ity fund for which it was received, the

nt and the source of the receipt.

2 receipt form must be signed by the
treasurer of the extra-curricular account or
collecting authority.



seceipts cont.

Ipts collected by and for the benefit of
should be in charge of some

"> IC 20-41-1-9 states in part: “The treasurer shall deposit
all receipts in one (1) bank account, and shall be
deposited without reasonable delay.”



Phrchase Order and Accounts
~ayaplie Voucher (SA-1
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FORM NQO. SA-1 (Original)
Prescribed by State Board of Accounts Form SA-1 (Revised 2001)

PURCHASE ORDER
ACCOUNTS PAYABLE VOUCHER

SCHOOL EXTRA-CURRICULAR ACCOUNT

PAID BY CHECK: DATE
Mo.

Purchased From

Address

Purchased For

Deliver To

Send Invoice To

TO THE DISBURSING OFFICER:

The following expense is proposed. payable from the Fund.

An invoice or bill to be properly itemized must show: kind of service. where performed, dates service
rendered, by whom, rates per day. number of hours, rate per hour, number of units, price per unit, etc.

Quantity Description

Total This Order

| hereby certify that there is an unobligated balance in
the applicable fund sufficient to pay the above order.

Person Authorized to Purchase
Date:

Treasurer

4 4 » M| Sheetl - Sheet2 - Sheet3 - Sheet4 . Sheet5 |
Ready | 5 |




Pme. ase‘Order and Accounts
Eayable Voucher (SA-1) cont.

ase Order and Accounts Payable
-1) Is to be used when a purchase
made for deli at a later date.

form Is to be executed in full and signed by
person authorized to purchase for the
ticular activity concerned.

2fore the activity Is permitted to use the SA-1,
the ECA treasurer must determine if there is
sufficient balance in the fund to make payment
upon receipt of the merchandise.




Phrchase Order and Accounts
“ayaple Voucher (SA-1) cont.

D\ H?-C- Q@ FEE - Bookl [Compatibility Mode] - Microsaft Excel
)

I
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FORM NO. SA-1 {Duplicate)
Prescribed by State Board of Accounts Form SA-1 (Revised 2001}

PURCHASE ORDER
ACCOUNTS PAYABLE VOUCHER
(Receiving Copy)

SCHOOL EXTRA-CURRICULAR ACCOUNT

PAID BY CHECK: DATE
MNa.

Purchased Fram

Address

Purchased For

Deliver Ta

Send Invoice To

TO THE DISBURSING OFFICER:

The following expense is proposed. payable from the Fund.

Mo payment is to be made for this order until the SA-1 Form is properly filed and the items have been received.

An invoice or bill to be properly itemized must show: kind of senice, where performed. dates senice
rendered. by whom. rates per day. number of hours. rate per hour, number of units. price per unit, etc.

Quantity Description Unit Price

Total This Order

| hershy certify that there is an unobligated balance in

Signed: the applicable fund sufficient to pay the above order.
Person Authorized to Purchase

Date:

Treasurer
| hereby certify that the attached invoice(s). or bill{s),
is {are) true and correct and that the materials or
services itemized thereon for which charge is made
were ordered and received except.

Date:

Signed:

Signature

[ 4 4 » W[ Sheeti | Sheet2 ,Sheet3 .“Sheetd . SheetS “sheets .~ ¥J
Ready | 3 |




Jrder and Accounts
~ayable Voucher (SA-1) cont.

J copy must be completed when
2 IS received.

person that takes responsibility of the
ped merchandise are to review the items
complete the receiving portion of the SA-1.

. Then‘they sign the Receliving Copy taking
responsibility that the invoices/bills are correct
and all items were ordered and received.



PhYchase Order and Accounts
“ayaple Voucher (SA-1) cont.

I i
HY-v-Q =% F¥E) - Bookl [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer

FORM NO. SA-1 (Triplicate)
Prescribed by State Board of Accounts Form SA-1 (Revised 2001)

PURCHASE ORDER
ACCOUNTS PAYABLE VOUCHER
(File Copy)

SCHOOL EXTRA-CURRICULAR ACCOUNT

PAID BY CHECK: DATE
Mo,

Purchased From

Address

Purchased For

Deliver Ta

Send Invoice To

TO THE DISBURSING OFFICER:

The following expense is proposed. payable from the Fund.

Mo payment is to be made for this order until the SA-1 Form is properly filed and the items have been received.

An invoice or bill to be properly itemized must show: kind of service. where performed, dates service
rendered. by whom, rates per day. number of hours, rate per hour, number of units, price per unit, etc.

Quantit Description Unit Price

Total This Order

| hereby cerify that there is an unobligated balance in
Signed: the applicable fund sufficient to pay the above arder.
Person Authorized to Purchase

Date:

Treasurer
| hereby certify that the attached invoice{s), or bill(s),
is {are} true and correct and that the materials or | hereby certify that the attached invoice(s). or bill(s). is
senvices itemized thereon for which charge is made (are) trug and correct and | have audited same in
were ordered and received except accordance with IC 5-11-10-1.6.

Date:

Signed:

Signature Treasurer

M 4 b M| Sheetl “Sheet? | Sheet3  Sheet4 “SheetS ~“Sheets ]
Ready | 3 |




2 Order and Accounts
Voucher (SA-1) cont.

of the SA-1 Is to reviewed by the

attach the supporti
nvoices, etc.)

g documentation

ECA Treasurer signs that they have
- reviewed the invoice/bill is true and correct and
~ they have audited it per IC 5-11-10-1.6.



Baim for Payment (SA-7
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=
Prescribed by State Beard of Accounts Form SA-7 (Revized 2001}

CLAIMFOR PAYMENT

SCHOOL EXTRA-CURRICULAR ACCOUNT

FAID BY CHECK:
MNo.

Purchased From
Address
Purchased For
Delivered To
Invoice Handed To

TO THE DISBURSING OFFICER:

The following expense is proposed. payable from the Fund.

Mo payment is to be made for this order until the SA-7 Form is properly filed and the items have been received.

Aninvoice or bill to be properly itemized must show: kind of service, where performed. dates sewvice rendered, by whom,
rates per day, number of hours. rate per hour. number of units. price per unit, etc.

Cluantity Description

Total This Order

Approved for Payment

Signature

| hereby certify that the attached invoice(s). or billis), is {are) true and correct and that the materials or senices itemized
therean for which charge is made were ordered and received except

Signed:

Signature
| hereby cerify that the attached invoice(s). or hillis), is {are) true and correct and | have audited same in accordance with IC

5-11-10-1.6.

Date

Treasurer

4 4 » v | Sheetl - Sheet? ~ Sheet3 | Sheetd . Sheet5  Sheets ¥
Ready | & |




sldim for Payment (SA-7) cont.

or Payment (SA-7) shall be used for
i J payment by anyone in situations
here purchase orders are not used; for
ample, purchases from delivery salesmen,
vices of officials at athletic events, etc.

Jjhatures are required by the person

lhorized to purchase and the person
acknowledging the receipt of the good or
services. Additionally, the extra-curricular
treasurer is to sign the required certification on
the form SA-7.




jancial Report of ECAs (SA 5-1
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Form Prescribed by State Board of Accounts Form 345-1

FINANCIAL REPORT
SCHOOL EXTRA-CURRICULAR ACCOUNT

Schoaol
SCHEDULE OF BALAMNCES
RECEIPTS AND EXPENDITURES OF
SCHOOL EXTRA-CURRICULAR ACCOUNT

BALANCE RECEIFTS BALANCE
BEGINNING DURING END OF
MNAME OF FUND OF PERIOD PERICD EXPENDITURES PERIOD
1 2 [ 3 i 4

TOTAL ALL FUNDS 5 §

4 4 b M| Sheetl  Sheet? ~ Sheet3  Sheetd . SheetS | Sheetb ¥
Ready | 23 |




ancial Report of ECAs (SA 5-1)

al Report of School Extra-Curricular
SA 5-1) should begin with the close
the last report and cover the school year.

1e copy shall be filed in the school business
ce, a copy shall be filed with the school

ard and the third copy shall be filed with the
uperintendent of schools.

> The report and its supporting documentation
(bank statements, checks, receipts, etc.) is to
be filed as an official record and must be
preserved for a period of five years.



CONTY

nd Is to be listed separately.
)alance (normally July 1sY) is to
column 1.

total receipts for
rded in column 2.

total disbursements for the period are to
orded in column 3.

> The ehding balance (normally June 30%) is to
~ be recorded in column 4.

e period are to be




ash Reconcilement (SA-5-2

H9-o- QB =yFEE) s Bookl [Compatibility Mode] - Micrasaft Excel -=
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Form Prescribed by State Board of Accounts FORM 3A-5-2

CASH RECONCILEMENT

LOCATION

DEPOSITORY BALANCE 5

CASH ON HAMND (ADD)

TOTAL CASH ON HAND AND IN DEPOSITORY 5

TOTAL OF QUTSTANDING CHECKS (DEDUCT)

BALANCE

OUTSTANDING CHECKS

DATE MNUMBER AMOUNT DATE | NUMBER AMOUNT
BROUGHT FORWARD

CARRIED FORWARD $ TOTAL 3

M A b M| Sheetl “Sheet? - Sheet3 Sheetd  SheetS  Sheets | Sheet? - Sheetd  Sheetd - Sheetio %0
Ready | |




econcilement (SA-5-2) cont.

the bank and balance should be
ed acco to the statement; also all
tstanding checks should be listed, showing
2 date, check number and amount.

hen the total of the outstanding checks is
aducted from the balance as shown on the
bank statement, the remainder (plus cash on
hand, If any) should equal the record balance
as shown in the control account and as the
total of column 4 in the Form SA 5-1 report.




DEtall of Receipts and Expenditures
JJ?' nd SA-5-3

i
|:| "= "l o @ Se g W E Bookl [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer
DETAIL OF RECEIPTS AND EXPENDITURES
BY FUNDS

RECEIPTS

SOURCE OF RECEIPTS MATURE OF RECEIPTS AMOUNT

TOTAL RECEIFTS $

NOTE: TOTAL RECEIPTS MUST AGREE WITH RECEIPTS OF THIS FUND AS SHOWWN IN COLUMN 2,
PAGE 1.

EXPENDITURE

PURPOSE OF EXPENDITURE AMQUNT

TOTAL EXPEMDITURES

— 1

M 4 b M| Sheet: Sheet? 'Sheet: Sheet4 Sheets 'Sheets Sheet7 | Sheet8 . sheets  sheetio %1
ready | X |




5-3) must be used to prepare a detall
each activity fund reported in Form SA-5-1.

celpts are to be grouped according to their
Irce and nature. For example athletic fund
eipts may be grouped as game receipts,
2ason tickets, I.H.S.A.A. distributions, etc.

> EXxpenditures are to be grouped according to
their purposes. For example dues, officials,
transportation, meals, equipment, etc.

\



oort Certificate (SA-5-4
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Prescribed by State Beard of Accounts Form SAS-4

The bank in which all meoneys of this account are deposited is:

MName of Bank

Lacation of Bank

Date school officially closed

BOND OF SCHOOL TREASURER

MName of Surety
Amount of Bond §
Date of Expiration

CERTIFICATE OF SCHOOL TREASURER/PRINCIPAL

| . Treasurer,

Principal. of the School Extra-Curricular
Account, hereby certify that the foregoing report of the said account is true and correct to the best
of my knowledge and belief. | further certify that copies of this report have been filed with the
officers designated by law to receive copies of said report.

Treasurer

Principal

COPIES TO BE FILED AS FOLLOWS:

Township School: 1 copy to Township Trustee
1 copy to County Superintendent

School Corporation: 1 copy to Board of Schoal Trustees or Board
of School Commissioners
1 copy to Superintendent of Schools

W 4 b M| Sheeti - Sheet2 - Sheet3 - Sheet4 - Sheet5 - Sheetd - Sheet? - Sheetd | Sheet@ - Sheetid /i‘_’;l
Ready | I |




the certificate of the treasurer and principal of
the school extra-curricular account.



lass. [IC 5-11-1-2]

escribed form is one which is put into general use for all offices of
ame class, whereas an approved form is a computerized form for
use in a particular office.

lovernmental units are required by law to use the forms prescribed
by the State Board of Accounts; however, if desirable to have a prescribed
form modified to conform for computer applications, a letter and copies of
the proposed form may be submitted to the State Board of Accounts for
approval. No form should be printed and placed into use, other than a
prescribed form, without prior approval.



-orm cont.

Ntinued:

)ard of Accounts prescribes forms, copies of the
)m a public printer or other source.

and some examples of the prescribed
Section of this Manual.”

he prescribed
ire contained in the Appe

Prescribed Forms

lals and employees are required to use State Board of
prescribed or approved forms in the manner prescribed.”




3 ] in computer technology, some computer hardware,
vare, and application sy ns can now produce exact replicas of the forms
scribed by the State Board of Accounts.

‘he State Board of Accounts prescribes the required accounting system forms,
es not specify the source from which the forms must be obtained. Therefore,

2 exact replications of the prescribed forms created by computer printer or
1g continuous form computer paper. These exact replications must be

al to the prescribed forms in format, titles and locations of data. The exact
are not required to be submitted to the State Board of Accounts for
approval and each form should be identified as "Prescribed by the State Board of
Accounts" in the same location as is printed on the prescribed forms.

The use of computer-generated prescribed forms should be brought to the
attention of the Field Examiner during the next regularly scheduled audit. The forms
and computer system generating the forms are subject to a technical computer
audit based upon the results of the Field Examiner's risk assessment.”



=01ms Approval

e School Administrator from March of 2010

stems provide for an easier process of electronic

of the school corporation or school, address,

er or business official's name submitting, etc., along with the forms

ed for approval. The school or school corporation submitting the request will

e a reply by e-mail.

ease send all electronic form approval requests to

son@sboa.in.qgov. Please ensure the email subject line reads exactly
Approval 2010 (make sure you only use one space between form and

approval and 2010).

Forms approval requests not submitted electronically, will also receive an e-
mail reply.

Any school or school corporation desiring to receive a stamped hardcopy form
approval (whether submitting the form approval request electronically or by mail)
may receive a stamped hard copy by return mail by providing a self-addressed
stamped envelope with your request.”




> Named Office Supervisor of Schools in June
2011



Law Changes

lled Act 205 and House Enrolled
, live May 5, 2011

nends IC 5-13-9-8; IC 5-13-9.5-1; and IC 5-
1-3 |
vides that a service charge to be paid by a
iIcal subdivision to a public depository in
the political subdivision's funds are
deposited may be paid from interest earned on

the funds in the political subdivision's account
with the public depository.



_aw Changes cont.

ed Act 217 — Effective July 1,

servant knowingly or intentionally commits a
crime in the performance of the public servant's
official duties.



Law Changes cont.

ed Act 464 — Effective July 1,

1ended IC 5- ; IC 5-13-4-3; IC 5-13-4-4
ed IC 5-13-4-21.3; Repealed IC 4-13-2-21

sitory rule. Defines "public servant”, and substitutes "public
ts" for "public officers" with respect to certain duties and
obligations concerning public funds. Makes knowingly or
intentionally failing to properly deposit public funds a Class A
misdemeanor, and increases the penalty to a Class D felony if the
amount involved is at least $750 and to a Class C felony if the
amount involved is at least $50,000. (The offense is currently a
Class B felony.) Repeals a conflicting provision.




20Plic Law Changes cont.

ed Act 1429 — Effective July 1,

2d or Amended sections of Indiana Code in
s and Chapters: 4-13, 20-18, 20-19, 20-20,
5, 20-26, 20-30, 20-31, 20-32, and 20-33

> Repealed IC 20-19-2-1; IC 20-19-2-3; IC 20-
" 19-2-4; IC 20-19-2-9; IC 20-20-5; IC 20-26-12-
27; and IC 20-26-12-28



Law Changes cont.

continued -

rricular material. Expands the definition of
tbook" to inc In hardware, software, and digital

tent. Adds a definitio “curricular materials". Removes the
ority of the state board of education to adopt a list of approved
00ks, and requires the governing body of each school

ration to adopt textbooks for the school corporation.

uires the department of education to review curricular

lals, evaluate the curricular materials alignment to state
academic standards, and publish the reviews, which governing
bodies may use in making textbook adoption decisions. Repeals
references to the state textbook advisory committee and the state
board adoption of textbooks, and makes corresponding changes
to related sections.




Jnau h'orized ACH Withdrawals

of Accounts has recently received information from various
iment entities that they have had unauthorized ACH
r bank account.

: eview your banking transactions to ensure you

2 not incurred a loss. jould also like for you to contact the banks you
using and ensure that you and they fully understand the necessary
2dures to take place prior to an ACH withdrawal from your bank account.

ave had any instance of unauthorized ACH transactions within the past
ars, please send the following information to the appropriate office
/isor here at the Board of Accounts.

Date of unauthorized ACH transaction.
Amount of unauthorized ACH transaction.

- Bank that your account is with that the ACH transaction
was taken from.

4, Any resolution you may or may not have had pertaining to each
particular unauthorized transaction.

> REMINDER: ECA Treasurers are required to report theft immediately to the
State Board of Accounts.
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Copy of ECA Forms 2010 [Compatibility Mode] - Microsoft Excel non-commercial use

Review View Add-Ins

FarmPrescribed by State Board of Accounts

Schoal Form Mo, TBR-2 [Rev. 1337

OFFICIAL RECEIPTS - INDIVIDUAL TEXTBOOK RENTAL LIST

SCHOOL, , INDIANA
Receipt 0001
Date MName of Student Grade
Fayment Type and Amount
Credit Card!
Cazh Check{Draft 5] Bank Card EFT
Amount Amount Amaount Amaount Amount Other
Total
Quantity Description - Name - Series - Code Unit Price Rental Fee For Use of lssuing Officer

Total Received

MNOTE TO STUDENTS AND PARENTS:
Care should be exercised in the use of rented textbooks in order that all books may be returned at the close of the school term in useable condition. For each textbook lost or returned
damaged beyond use, an additional charge may be made as determined by school officials. tems available for clazsroom use not issued to students shall alzo be listed. If the volume
of transactions for grades with a fixed list of books and materials is great enough to demand i, a copy of the printed list may be attached to the TBR-2 form and the form processed
with a reference to such attached list instead of further temization.

Issuing Officer

M 4 F M FmS5A4 ~FmS5AS1  FmSA5 2

Baady |

FmSAS3 " Fm5A54 . FmSA6 /SA7

FmTBR1 | FmTBR2 /'SF1 /SF2 “SF2A [ 4

| |ERIE L



Official Recelipt - Individual

List provides for the date the
tbooks were d, the name of the student
the total fee collected.

completed form shall be signed by the

Ing officer who could be the treasurer of the
-curricular account or someone
designated by the treasurer to issue the
textbooks and collect the rental fees.




separate TBR-2 should be issued for each
payment.



cont.

opy of Form TBR-2 shall be given
the student pays the fee, which
Py serves as a receipt for the rental fees
llected from the student. When book lists are
d in lieu of itemization on the form, a copy
the appropriate list shall be attached to the
gdent's copy and one copy shall be retained
for audit. A TBR-2 should be issued each time
a payment is received. TBR-2 forms should not
be issued prior to payments being made by
parents or students.



eipt to the issuing officer each time the

ling officer transmits the money or submits
ertified deposit slip, to cover such fees, to

Id treasurer. All disbursements for textbook
rental purposes shall be made by check drawn
by the treasurer of the extra-curricular account.




hapter 6 states:

_ are defined as athletic, social or other
0ol functions, the cost @ ich is not paid from public funds.

e activities do not include functions conducted solely by any
lization of parents and/or teachers (IC 20-41-1-7). Note that
statutory definition does not include any curricular or

ational functions. All educational functions are the specific
1sibility of the governing body (board of school trustees, etc.)
of the school corporation acting on its behalf (IC 20-26-5-4),
including providing the facilities and equipment therefore. Al
monies received for educational purposes, including those related
to educational programs or facilities must be receipted to school
corporation funds.”




ples are:

t Education Fees, Rent of School Facilities, Art

S, Special Education, Driver Education Fees,
Equipment Sale or Rental, Summer School Fees,
Facilities Rental, Supplies, Grants (State, Federal and
Other), Kindergarten Fees, Library Fines and Fees,
Typing Fees Locker Fees, Vocational Education Fees,

and Night School Fees”



hool corporation and included as miscellaneous
2nues when preparing the school corporation
Bl

- Any dues collected for the support of classes or social
organizations shall be receipted to the extra-curricular
fund for that organization to support the activities.



sSion School Activities-
Sdlmps

etic Camps, Cheerleading Camps,
nmmer Weightlifting, etc.

ording to IC 20-30-15-6: “(a) When public schools
ot In session, a governing body may employ

nel to supervise the following: (1) Agricultural
ation club work. (2) Industrial education club. (3)
2 economics education club work. (4) Music

2S. (5) Athletics. (b) Activities described in
subsection (a)

that is paying all or part of the cost
of the activity.



Session School Activities-
SAImps cont.

hat charge a fee would be

Sidere e hosted by a Booster Club or
utside Organize
refore, accounting for the receipts and

rsements should not be recorded in the
a-Curricular Accounts.

ave seen individual coaches “donate”
proceeds from summer camps to their
subaccount in the Athletic Fund, but would not
be required.




500ster Groups

tates In part: "The treasurer has charge
d disbursement of any funds . . .

ra-curricular in nature should be responsible for their
own accounting and cash handling systems.

> The extra-curricular account should not collect, receipt,
remit, or disburse outside organization's monies.



Chapter 7 states “Governmental
duct fund raising events should
ermission of the governing
ly for conducting the fund raiser as well as
edures In place concerning the internal
rols and the responsibility of employees or
lals.”

> School Board would also need to
- approve/accept donations to be received.



oration to make qualified purchases exempt from
S tax. Such purchases may be made only where
yment IS made by an extra curricular activities check,
and the property purchased is to be used by the
organization for purposes other than in connection with
social activities.”



5ales fax on purchases cont.

. of Revenue Bulletin #32 states:

ations may not make

. from sales tax when such
hases are for the personal ownership or

of individual members of the organization,
such purchases will be used in connection
ocial activities of the organization such as
parties, dances, picnics, etc. conducted by
such organizations.”



5dl1es tax on purchases cont.

of Revenue Bulletin #32 states:

sonal property purchased by
achers for use in their classrooms are subiject
sales/use tax. This is true even though the
her my use the funds allotted to teachers
yurchase classroom supplies. In order to be
2ampt from sales tax the purchase must be
Invoiced directly to the school corporation and
paid with a school check.”




>ales lax on ITravel Expenses

] : nterest of the school corporation, including

1g meetings, confe or examining equipment, buildings, and
ation in other areas, to pe he employee to be absent in

lon with the trip without any loss in pay and to reimburse the

e or the member the employee's or member's reasonable lodging
expenses and necessary transportation expenses. To pay

g personnel for time spent in sponsoring and working with school
IpS or activities.




ax on Iravel Expenses

h.9 pg. 3; ECA Manual Ch. 7 pg 3 state:

als in hotels and motels is not exempt from

e sales tax. Th e, reimbursements for lodging in approved
el status may include state sales tax. However, it should be

LIn mind that claims for all such reimbursements must be

orted by a fully itemized receipt showing date(s) of lodging,
ame(s) of the person(s) occupying the room and the amount

e IC code permits the School Corporation to reimburse for
lodging, meals, and necessary transportation expenses and the
IDOR Tax Bulletins state that those types of expenses are not tax
exempt, then the School Corporation may reimburse the full
amount of the expenses including any sales tax that was paid.



ecting fees or other cash revenues. When

orized by the governing body, such Cash Change
d shall be established by a check drawn on the
General Fund (or other appropriate fund) of the school
corporation in an amount to be determined by the
governing body. The check is drawn in favor of the
officer or employee who has been designated as
custodian of the Cash Change Fund.



either a Textbook Rental Fund or School Lunch Fund, or both, are
maintained as extra-curricular funds. If a Cash Change Fund is
authorized and a check is drawn on the appropriate fund, the
check will be recorded as a disbursement in the fund.



0l Food Verifications
of Eligibility

Idance Manual and verification
e found on the DOE website

als should request a written position from
ndiana Department of Education stating

er the corrective action taken was
sufficient or If additional verifications need to be
performed when high incidences of errors in
test sample verifications are noted.


http://www.doe.in.gov/food/schoolnutrition

d Answers

ed that we pay the workers for 2011 in
palance of the winter work from

d not be paid in advance of receipt of the goods or services
specifically authorized by statute. Payments made for

5 Or services which are not received may be the personal
lon of the responsible official or employee.

o Compensation should be made in a manner that will facilitate
compliance with state and federal reporting requirements. You
may want to contact the Department of Revenue or IRS.



JUestions and Answers

kept a steno notebook listing all

n, as well as the receipt edit from
putrol. e steno necessary? Itis an exact

licate of the receipt edit | print after entering the

Ipts. Do | need to print/keep both the voucher edit

) and check register, or do | just need the check

ster? | double-check my vouchers with the edit

J; | don’t see why it is necessary to keep both

 of basically the same thing.

9

COpi€

o I'he prescribed forms listed in the ECA Manual must be
maintained. All other forms may be maintained at your
discretion or by policy of the School Corporation.



nd Answers

ested In electronic storage of



JUEstions and Answers

urricular sponsor donate their

on-profit organization? Like
ociety? Does this need to
1e Board first?

nmental units which conduct fund raising events should have the
permission of the governing body for conducting the fund raiser
procedures in place concerning the internal controls and the
sibility of employees or officials.”

pproved throuo

-

O

|C2¢C 1-4 provides that no money shall be transferred from the fund of
any organization, class or activity except by a majority vote of its
members, if any, and by the approval of the principal, sponsor and
treasurer of the organization, class or activity; except that in the case of
athletic funds, approval of the transfer shall be made by the athletic
director, principal and treasurer.




d Answers

e students for padlocks? Our
)W has Mac-books and we
for their lockers. Can we

ots would need to be turned over to the
ation treasurer.



1d Answers

1lem to go over how to charge for

OE memo from My 12, 20009.

emo from January 7, 2011 provides
e for making volume purchases of



s and Answers

)W Wwhat the exact regulations are about sporting

entories. We have been told that everything
ust be inventoried before and after each
hat I've talked to have heard anything
oblems with our concessions and

d | can't find anything in the

: D Othe
Is. We have hac

ooks that | have.

3 are no required steps concerning concessions. However, internal
)IS over vending operations, concessions or other sales should

at a minimum, a regular reconcilement of the beginning

Y, purchases, distributions, items sold and ending inventory to
the amount received. Any discrepancies noted should be immediately
documented in writing to proper officials. The reconcilement should
provide an accurate accounting. Persons with access to vending should
be properly designated and access should be limited to those designated.



d Answers

dit of less than a dollar should we write a check back
e wrote off and not sent to them? Or on the other

5 than a $1.00 can this be wrote off? Is there
hich we could write off the amount and not

e not taken exception wi School Board approved policy

Ing inactive accounts. The policy should define when an account
IS considered inactive. A policy may allow positive account

5 to be receipted back into the Fund (we recommend account

s of $10 or less.) However, keep in mind that if a parent or

2 else comes forward and makes a request (and could document
ent), then they would be entitled to a refund.

o A school should have a policy in place that does not allow significant
negative account balances to incur. The School Board approved policy
could allow nominal negative account balances to be offset against the
positive balances in the Fund. However, any material negative balances
should be pursued for collection.



and Answers

Jer procedures for if one sibling

d the other sibling has a

do the proper paperwork for
ansfer of money?

'should be included in the Board approved

2 Off policy. Documentation should be

' retained that shows the transfer of the funds and
the reason for the transfer.




d Answers

‘exactly the auditors would like to see at an audit

Ir school and corporation treasurers are new this
ained more than 3 days each. So none of us
We just want to be prepared and know

ainimum, the auditors will'need the following records:

al Financial Report Ledger
eipts Cancelled checks
h;se orders Claims

3t Sale Reconcilements Bank statements

Supporting documentation (bills, contracts, etc.)

o Additionally, if Textbook Rental and School Lunch are accounted
for in the ECA records, those records will need to be available.



QUestions and Answers

00k fees and what should be required of a high school
schools collect money at registration for all the
ion) So our book rental books have MS, HS, and
: IS last year our technology dept made us
ect their fines and fees a textbook rental book at

ation. Eventually we write heck to the corporation and give this
ntal money to them. Collecting the technology fine was told to us
minutes before registration started so none of us were prepared
and did not know the rules about this kind of thing. If a list of
NS could be given to us and rules that would be great. Also talk
funding to parents if they over paid.

oL ents |

o The tec'hnology fines should be receipted using the General Receipt form
and remitted to the School Corporation.

o Persons, companies or governmental units that have overpaid amounts to
a governmental unit are entitled to a repayment or refund by check or
warrant.



and Answers

If any can be refunded through
| know we can refund hotel
Correct?



teachers, or staff members , but this should not be a common practice.
This circumvents the normal claims process.






and Answers

ne address the process for getting

lant to IC 5-15-1-1. The final decision as to the destruction or
sition of such records rests with the local public records
ssion. A local public records commission is established in
iunty pursuant to IC 5-15-6-1.

o Ihe State Commission on Public Records has published a pamphlet
entitled “Guide for Preservation and Destruction of Local Public
Records” and

” which includes retention schedules for ECA
Accounts.


http://www.in.gov/icpr/2740.htm
http://www.in.gov/icpr/2740.htm
http://www.in.gov/icpr/2740.htm

1d Answers

T 105-General Sales Tax
e be used for extracurricular

organizations that are u he parental control of the school

lon and whose funds are accounted for through the extra

I activities account may use the exemption number of the school
[ilon to make qualified purchases exempt from sales tax. Such

ay be made only where payment is made by an extra

ar activities check, and the property purchased is to be used by
lization for purposes other than in connection with social



1d Answers

a class wants me hold funds in
owed? If so for what period

would be a school

. However, funds should be remitted

/ 10 the ECA treasurer so that they may be
ed without unreasonable delay.



d Answers

) longer being used have its funds
other fund? 1.e. Dance Team,

money shall be transferred
he fund of any organization, class or activity except
1ajority vote of its members, if any, and by the

ral of the principal, sponsor and treasurer of the
Ization, class or activity; except that in the case of
funds, approval of the transfer shall be made by
nletic director, principal and treasurer.



s and Answers

2SS class that is printing t-shirts and selling them
llum. Do they need to collect sales tax since
ocess that will last the school year? Does
1eed to go through the corporation
Ince it is part of the curriculum or can it be deposited
CA funds? They will be making a profit and are hoping to
e equipment with the profits.

Sales Tax Information Bulletins #4, #10, and #32. You may
ant to contact the Legal Department of Department of
ue for an official opinion.

o All monies received for educational purposes, including those
related to educational programs or facilities must be receipted to
school corporation funds.



QUestions and Answers

ate the money In the athletic

for concessions that the parents
_ : ly? It would be easier on
pecause | have to keep an excel sheet and
asy to forget to add checks/receipts or can
oney In the Athletic acct be separated into
1ICt separate accts?

o We would not take exception if your accounting
system allows subaccounts in the Athletic Fund .



1d Answers

estions are what is the correct
ndling W9's. Could you go

e contact the Department of Revenue or IRS
2rning W-9s.



and Answers

tax exempt and don't pay tax
Or overnight expenses. Some

expenes Including any sales tax that was paid.



dit position has been that the expenditures of a
ent Activity Fund benefit the student body as a whole
posed to a select group of students, school
empl lees or administrators). Examples of appropriate
expenditures in the past would be convocations, field trips
which the entire student body has the opportunity to take
during the course of the school year, etc.



Auestions and Answers

ation from a local group (church,
school supplies, it is better to

selors who determine how to spend it and
students to spend it on?

Account. The acceptance of these donations
shall have prior approval by the Board of School
Trustees.



JUestions and Answers

ant money" for our outdoor lab,

eed to be held at our Central
g t or can | place it in my

tion account”

rant monies and properly authorized fees at
lividual building should be transferred to
school Corporation Central Office on a timely
agular basis for receipting into the
appropriate school corporation fund.

|

Ci U



1d Answers

‘know Iinformation about paying
es. Sometimes they don't

porting documentation such as receipts,
eled checks, invoices, bills, contracts, and

' public records must be available for audit
ovide supporting information for the validity
countability of monies disbursed.
Payments without supporting documentation
may be the personal obligation of the
responsible official or employee.



JUEstions and Answers

0ld | need to have a zero balance
nts when | do my year-end

| have ems with this at times. |If |
out the accoul 1at do | do if a check
hat account returns NSF?

ash balance of any fund may not be

ced below zero. Routinely overdrawn funds
could be an indicator of serious financial
problems which should be investigated by the
governmental unit.




and Answers

iIdered making deposits “in a

If receipts need to be held for
should a note of

d to the deposit ticket for

asurer shall deposit without unreasonable delay.
asonable delay is a matter of auditor judgment. Generally,
onable delay is considered to be within 7 days. However,
)eginning of the school year when large amounts of money
are collected, we would expect to see more frequent deposits.



